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INTRODUCI'ION 
I .  INTRODUCTION 
The purpose of this document is to establish a set of 
standards for authors as well as reviewers of the USL/DW 
NASA/RECONWorking Paper Series to maintain a consistent format 
among such working papers. 
Each manuscript is to be reviewed by two reviewers assigned 
by the editor, using the reviewer checklist as a guideline f o r  
evaluating various issues concerning the content and organization 
of the manuscript, thereby, insuring its completeness, 
consistency, and appropiateness. The authors are then provided 
feedback with a s  much comnents and suggestions as possible in the 
comnent sheet. This process of review, feedback and update will 
be iterated until the final version of the manuscript is accepted 
for the Working Paper Series. 
I 
I 
I , 
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1 1 .  PAPER OUTLINE 
1. INTRODUCTION 
The purpose of the paper outline is twofold: to initiate the 
research process s o  that authors can begin identifying relevant 
work to be used in support of each paper, and to motivate authors 
to make an initial attempt at formulating the content of each 
paper and the approach that will be taken to the presentation of 
the material. 
2. OUTLINE FORMAT 
Each paper outline should be submitted in the following 
format: 
2.1 Cover Sheet 
The cover sheet should identify the author name, and the 
paper name, 
2.2 Table of Contents 
The table of contents should be an outline of the section 
and subsection titles that will appear in the paper. An example 
PAPER OUTLINE 
is given below: 
1 .  INTRODUCTION 
2 .  SECTION ONE TITLE 
2 . 1  Subsection One 
2 . 2  Subsection Two 
3 .  SECTION ?uo TITLE 
4 .  SWMARY 
5 .  REFERENCES 
6 .  APPENDICES 
2 . 3  Detailed Table of Contents I 
For each section and subsection identified in Section 2 . 2 ,  
provide further details about the content o f  each section. Your 1 
outline should provide details about what will be presented and 
h o w  i t  will be presented, possibly identifying examples, figures, 
and tables that you might use. In general, the detailed table of 
contents should describe the approach you intend to take in 
presentation of the paper. Appropriate references should be 
included within the outline and a l i s t  o f  all references should 
be included at the end of the outline. 
2 . 4  List o f  References 
A tentative list o f  references should be included within the 
PAPER OUTLINE 
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paper outline. This is a tentative list since you will probably 
add more references or decide not to use some o f  the initial 
references. Remember that the objective here is to initiate the 
research process. 
All references should be listed alphabetically by the first 
author's last name. The reference identification is enclosed in 
square brackets. The brackets will contain the first author's 
last name followed by the year of the publication (last two 
digits of the year only). An example of a reference is given 
be 1 ow: 
[Ullman, 791. J .  D .  Ullman, Princiyles nf - Slvstems, 
Computer Science Press, Washington, D .  C., 1979. 
Notice that the first line of a reference should appear against 
the left margin of the page. Subsequent lines should be indented 
4 spaces. 
I f  the same author has more than one publication in the same 
year, the year in the reference identification should be followed 
by " a " ,  or "b", or "c", etc. For example: 
[Ul lman, 79b]. 
Within the report, the reference identification should be used to 
PAPER OUTLINE 
refer to the book or article. For example: 
A sumnary of the relational and the network models can 
be found in [Ullman, 791. 
Multiple references o n  the same line should be separated by 
semicolons (example: [Ullman, 79a; Ullman, 79b1). 
For more than one author of a publication, the reference 
should be listed as follows: 
[Stonebraker, et.al, 761. M. Stonebraker, E. Wo n g ,  and P. Kreps, 
"The Design and Implementation of Ingres," D m a c t i w  
O B  Ra~abasg Svstems, vol. 1 ,  no. 3 ,  Sept. 1976. 
Also notice the difference between a book reference [Ullman, 
791 and an article reference [Stonebraker, et.al, 761. A book 
reference has the book name underlined and i s  followed by the 
publisher name, the city and state of the publisher, and the year 
the book w a s  published. For article references, the title of the 
article is enclosed in quotes and the publication in which the 
article appeared is underlined. The publication name is followed 
by the volume, number, and month and year o f  the publication. 
All state-and month names should be abbreviated. 
ABSTRACT GUIDELINES 
111. ABSTRACT GUIDELINES 
An abstract is an extremely compressed overview used 
separately from the paper as a locating device and an aid to 
potential readers who must determine if they need to read the 
paper. I t  varies in length from one hundred words to a maximum 
o f  two hundred and fifty words. However, since abstracts will be 
published or circulated separately from the paper or report as 
well as filed in indexes and information retrieval systems, they 
must be very compressed. In our Working Paper Series, abstracts 
should appear on a separate page between the title page and the 
table of contents page of the papers. 
W h e n  writing an abstract, the author should keep in mind the 
following: 
( 1 )  T h e  a b s t r a c t  i s  not a s u b stitute for the introduction o f  the 
paper. It is a supplement which in no way should affect the 
basic three-component design of the paper. 
( 2 )  The ahstract is not a miniature version of the introduction 
of the paper or the sumnary. Unlike the sumnary, it does 
not focus upon conclusions and recommendations; i t  is 
intended to help the reader to decide if he needs to read or 
obtain the paper. It does not convey sufficient information 
ABSTRACI' GUIDELINES 
to be instrumentally useful with the paper. Instead, i t  is 
intended to help readers to locate and screen potentially 
useful papers or reports. 
For more details of the abstracting, the following 
guides will be useful: 
D i r e c t i u  fnr Abstractors, published by the Chemical 
Abstracts Service; this is a standard guide for abstracting 
scientific research articles and reports. 
G - U e l i n e s  ~ Q X  Catal- Abstracting, published 
by the Defense Documentation Center; this i s  the guide for 
abstracts to be stored in the federal government's 
centralized information retrieval systems, such as RECON. 
PAPER FORMAT 
IV. PAPER FORMAT 
1 .  1NTRODUCTION 
Since our goal is to produce a series o f  working papers, it 
is important to establish standards in order to maintain a 
consistent format among the papers. The format described below 
establishes the standards that should be followed by all authors 
in the preparation of each paper. This document should also be 
used by all reviewers in order to insure a consistent format. 
2. PAPER ORGANIZATION 
Each paper will be organized into the following components: 
( 1 )  Heading. 
( 2 )  Sections. 
(a) INTRODUCTION Section. 
(b) Content Sections. 
(c) S w Y  Section. 
- 
( 3 )  References. 
( 4 )  Appendices 
PAPER FORMAT 
2.1 Heading 
The heading should identify the title of the paper. I t  
should be centered and all letters should be capitalized. 
2.2 Sections 
There are three types of sections within each paper: an 
introduction section, several content sections, and a sumnary 
section. All sections are preceeded by a section number and a 
section title. The section numbers are of the f o r m X . l ,  X.2, 
X.3, . . . ,  X.n, where "X" is the section number, and "n" is the 
subsection number. All letters in the section title should be 
capitalized. There should be two spaces between the section 
number and the first letter of the section title. 
Only content sections can have subsections. Each subsection 
must be identified by a subsection number and a subsection title. 
All subsection numbers are of the formX.l.l, X.1.2, X.1.3, etc. 
Subsections can have sub-subsections if necessary, following the 
same numbering format. Subsection and sub-subsection titles 
should have only the first letter of all major words capitalized. 
- 
There should be two spaces between the subsection number and the 
subsection title. 
Both section and subsection numbers should be placed against 
the left-most margin of the page. Section titles should be 
PAPER FORMAT 
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p r e c e e d e d  b y  t h r e e  b l a n k  lines. T h e  content o f  a s e c t i o n  or 
s u b s e c t i o n  s h o u l d  b e g i n  o n e  b l a n k  line b e l o w  t h e  s e c t i o n  title. 
S u b s e c t i o n  t i t l e s  should be p r e c e e d e d  b y  t w o  b l a n k  lines. R e f e r  
t o  F i g u r e  1 f o r  a sample p a p e r  format. 
PAPER FORMAT 
PERFORMANCE MEASUREMENT AND EVALUATION 
1 .  INTRODUCTION 
The introduction goes here. 
2 .  FIRST CONTENT SECTION 
A fe w  lines here. 
2 . 1  Subsection One 
Subsection one goes here. 
2 . 2  Subsection Two 
Subsection two goes here. 
3 .  SECOND CONTENT SECTION 
A fe w  lines here. 
4 .  SUVMARY 
Sumnary goes here. 
- FIGURE 1 Sample Chapter Format 
2 . 2 . 1  INTRODUCI'ION Section 
Each paper must have an introduction that orients the reader 
to the problems and issues to be addressed within the paper. The 
PAPER FORMAT 
introduction should be brief and should act as a "lead-in" to the 
remaining sections of the paper. 
The word "INTRODUCTION" should be used as the introduction 
title. 
2 . 2 . 2  Content Sections 
Content Sections should contain the actual "meat" of the 
paper. Section t i t l e s  should be short and should be named 
appropriately. If the t i t l e  requires more than one line, the 
second line of the t i t l e  should begin in the same column as the 
first character o f  the t i t l e  on the previous line. An example is 
presented below: 
2 . 2  THIS IS A VERY VERY VERY VERY Vi.:RY VERY 
LONG TITLE 
C o n t e n t  s e c t i o n s  c a n  h a v e  subsections a n d  subsections c a n  
have sub-subsections, etc. Subsections should be used only if 
the section can be broken down into two or  more parts. For 
example, i-n the sample below: 
2 . 1  THIS IS A SECTION 
2 . 1 . 1  This is a Sub-section 
This i s  the content of the subsection. 
PAPER FORMAT 
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2 . 2  THIS I S  THE NEXT SECTION 
2 . 1 . 1  is a n  unnecessary subsection. I f  there is not a 2 . 1 . 2 ,  
then 2 . 1 . 1  should not be used. 
Sections which have subsections can optionally have 
introduction paragraphs between the section title and the 
subsection title. For example, the subsections below begin 
imnediately following the section title: 
2 . 1  SECTION TITLE 
2 . 1 . 1  Subsection Title 
Subsection content goes here. 
2 . 1 . 2  Subsection Title 
Subsection content goes here. 
I n  contrast, the section below has an introduction before 
the beginning o f  the first subsection: 
PAPER FORMAT 
2 . 1  SECTION TlTLE 
This section addresses methods of statistical analysis for 
evaluating . . . . .  
2 . 1 . 1  Method One 
Method one content goes here. 
2 . 1 . 2  Method W o  
Method two content goes here. 
Either approach described above is acceptable. 
2.2.3 SM.MARY Section 
Each paper must have a sumnary that recaps the important 
issues addressed within the paper. The word "SU"Vl4RY" should be 
used as the sumnary section title. 
2.3 Tables and Figures 
All tables and figures should be placed at the first 
available-location closest to the first time they are referenced. 
They should be numbered sequentially with tables and figures each 
having their own numbering sequence. All tables should have an 
identifying title line centered at the bottom o f  the table. The 
indentifying line should consist of the word "TABLE", the table 
PAPER FORMAT 
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number, and the table title. An example is presented below: 
A B C D E  
1 I . . . . . . . . . . . . . . . . .  
2 I . . . . . . . . . . . . . . . . .  
3 I . . . . . . . . . . . . . . . . .  
4 I . . . . . . . . . . . . . . . . .  
_ _ _ _ _ _ - _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  
TABLE 1 Table Title 
Note that all letters in the word TABLE are capitalized. Only 
the first letters of major words in the table title are 
capitalized. There should also be two spaces between the table 
number and the table title, and two blank lines between the last 
line of the table and the table t i t l e .  
W h e n  referencing a table, only the first letter o f  the word 
"Table" should be capitalized. For example: 
Notice in Table 1 that .... 
- 
All formats described above for tables also apply to 
figures. 
PAPER FORMAT 
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2 . 4  References 
Appropriate references should be made throughout the paper 
to all work used to support the content of the paper. A list of 
all references should appear at the end of the paper, following 
all tables and figures. The word "REFERENCES" should be centered 
at the top of the page. The first reference should appear two 
blank lines below the reference title. 
All references should be listed alphabetically by the first 
author's last name. The reference identification is enclosed in 
square brackets. The brackets contain the first author's last 
name followed by the year of the publication (last two digits of 
the year only). An example of a reference is given below: 
[Ullman, 791. J .  D. Ullman, P r i n c i ~ l e s  nf Database m, 
Computer Science Press, Washington, D .  C . ,  1979. 
N o t i c e  t h a t  the first line o f  a r e f e r e n c e  s h o u l d  appear against 
the left margin of the page. Subsequent lines should be indented 
4 spaces. 
If the same author has more than one publication in the same 
year, the year in the reference identification should be followed 
by "a", or "b", or "c", etc. For example: 
PAPER FORMAT 
- 
[Ullman, 79b]. 
Within the chapter, the reference identification should be used 
to refer to the book or article. For example: 
A sumnary of the relational and the network models can 
be found in [Ullman, 791. 
L ,  
Multiple references o n  the same line should be separated by 
semicolons (example: [Ullman, 79a; Ullman, 79b1). 
For more than one author of a publication, the reference 
should be listed as follows: 
[Stonebraker, et.al, 761. M. Stonebraker, E .  W o n g ,  and P. Kreps, 
"The Design and Implementation of Ingres," Transactions , 
=Database S u t e m s ,  vol. 1 ,  no. 3 ,  Sept. 1976. 
I 
I 
Also notice the difference between a book reference [Ullman, I 
7 9 1  a n d  a n  a r t i c l e  r e f e r e n c e  [Stonebraker, et.al, 7 6 1 .  A bo o k  
reference has the book name underlined and is followed by the 
publisher name, the city and state o f  the publisher, and the year 
the book w a s  published. For article references, the title of the 
article i s  enclosed in quotes and the publication in which the 
article appeared is underlined. The publication name is followed 
by the volume, number, and month and year of the publication. 
All state and month names should be abbreviated. 
I 
I 
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INDENTATION, SPACING, AND PAGE NIMBERING 
All paragraphs should be indented five spaces. 
_______----- 
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wit--in a paragraph should be double spaced. There s..ould ,e one 
blank line between each paragraph. The lines within a reference 
should be single spaced. There should be one blank line between 
each reference. 
All pages should have a page number centered at the bottom 
of the page. 
4 .  LISTINGS 
To list a sequence of items, use the following format: 
( 1 )  Two blanks lines should appear before the listing. 
( 2 )  Two blank lines should appear after the listing. 
(3) Use n u m b e r s  to i d e n t i f y  e a c h  i t e m  in t h e  listing. 
( 4 )  Enclose numbers in parentheses. 
( 5 )  The first character of each item listed should be 
--capitalized. 
( 6 )  Indent the entire listing five spaces. 
( 7 )  To continue a n  item on a second line, the second line 
should be in line with the first character o f  the 
first line. 
PAPER FORMAT 
( 8 )  Each item should end with a period. 
( 9 )  F o r  items identified by a single digit number, leave 
three spaces between the right parenthesis and the 
first word of the item. 
( 1 0 )  For items identified by a two digit number, leave two 
spaces between the right parenthesis and the first 
word of the item. 
5 .  PAPER STYLE 
Since the objectives of this work is to produce tutorials as 
well a s  research reports, a different approach should be taken 
to writing the papers. Writing should be aimed at informing and 
teaching the intended audience a s  well as reporting research 
findings. Included below are a f e w  guidelines which might help 
in achieving these type of writing objectives. 
( 1 )  Writing must be ACCURATE. Check for deficiencies in 
the coverage of a topic. Avoid misleading statements. 
Do not include those personal opinion without 
sufficient support from the results of simulation, 
formal or informal proofs. Include sufficient 
examples, figures, and tables in order to clarify a 
subject. 
- 
PAPER FORMAT 
- 
( 2 )  Write clearly, concisely and in an organized manner. 
Avoid ambiguity, undue formalism and obscure notations 
and symbols. Define any symbols and all unconmon 
terminology before using in a discussion. Try not to 
make the subject harder than need be. 
( 3 )  Set forth your assumptions about the reader’s 
background. Make reasonable assumptions about the 
reader. Tell the reader what to expect, what material 
is included and what subjects are to be excluded. 
Perhaps the a more advanced reader m a y  be advised to 
omit or briefly review certain introductory sections. 
Cover all topics as promised in the introduction. 
Recap paper highlights and discuss conclusions at the 
end of the paper. 
( 4 )  Make the subject as interesting as possible while 
s t i l l  being informative. Try to stimulate the reader 
(if possible) rather than put him to sleep. 
( 5 )  Accurately reference literature cited. Include 
references to articles which may provide helpful 
tutorials or  background material on a subject. 
- 
UNDERLINING 
V. UNDERLINING 
To underline words within a paragraph or  to underline the t i t l e  
of a book or journal within a reference, d o  the following: 
1. Before the first character to be underlined, type "\016". 
2 .  After the last character to be underlined, type "\017". 
3 .  Use automatic underlining runoff instead of runoff. For 
example, instead of typing: 
rf DBMS.NASA/RECON-X 
type 
aurf DWltS.NASA/RECON-X 
Note that blank characters between "\016" and " \ 0 1 7 "  w i l l  not be 
underlined. 
AUnrvlATIC NUBIERING 
OF 
TABLES AND FIGURES 
V I .  AUTUvRTIC NIMBERING OF TABLES AND FIGURES 
Since all papers will be subject to change during the review 
process, i t  is important to avoid "hardcoding" things such as 
table and figure numbers into the paper if i t  can be avoided. As 
a result, all authors should follow the standards described below 
f o r  automatically numbering all tables and figures. 
1 .  At the beginning o f  each paper, initialize a figure counter 
and a table counter as follows: 
.sr fig-ctr 0 
.sr tab-ctr 0 
The ".sr" comnand is a runoff comnand that allows you to set 
the value of a variable. 
2 .  Before assigning a number to a figure or a table, increment 
the appropriate counter as follows: 
. s r  fig-ctr %fig,ctr%+l 
.ur %fig-ctr% 
- 
The ".urn comnand allows all variables surrounded by percent 
signs to be evaluated. The ".sr" comnand will then take the 
evaluated value, add 1 to the value, and store the result in 
fig-ctr. 
AUTCM4TIC - E R I N  
OF 
TABLES AND FIGURES 
- 
3 .  Create a symbolic name to represent each figure and table 
within the paper. Use the names fig-1, fig-2, etc., and 
tab-1, tab-2, etc. 
4 .  To automatically number each figure ( o r  table), increment 
the counter (as described in part 2 above), and assign the 
counter value to the symbolic name using the ".sr" comnand 
as follows: 
.sr fig-1 %fig-ctr% 
The symbolic name can then be referenced. 
: I 
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VII. PAPER SUBMISSION POLICIES 
1 .  INTRODUCTION 
In order to promote an efficient reviewing process and to 
ensure uniformity between papers, the following list of standards 
will comprise the submission policy and must be adhered to. 
2.  STANDARDS 
( 1 )  The Multics runoff/runout formatting facility is to 
be utilized for each version of the paper which is to 
be submitted for review. 
( 2 )  Run the text segment through the MULTICS WRD LIST 
facility before submission. This will produce a list 
of all p o s s i b l y  m i s s p e l l e d  w o r d s  w h i c h  c a n  t h e n  be 
changed. The syntax for invoking the WRD LIST 
facility is: 
- ec >potluck>wl segment-name 
( 3 )  Refer to Harbrace College Handbook for any problems 
with English gramaar. One will be placed o n  reserve in 
Dupre Library for the use of all authors. 
( 4 )  One copy of all work cited within the paper should be 
PAPER SUEPMISSION POLICIES 
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submitted with the initial paper review. Book 
references are to be completely labeled in the upper 
left hand corner with the author names(s), book title, 
publisher, city of publication and year. Article 
references are to be labeled with the author name(s), 
article name, name of publication, volume and number, 
and month year of publication. Reference articles 
should be completely labeled in the upper left hand 
corner with same reference information which is to 
appear in the reference list. Refer to PAPER FORMAT 
standards. 
( 5 )  Two copies of the paper are to b e  submitted on a full 
dprint (without removing margins). 
( 6 )  The standard naming convention for paper segments 
stored on Multics will take the form: 
DBMS.NASA/RECON-X.runoff 
or 
DW.NASA/RECON-X.archive 
as appropiate, where X represents the paper number 
within the Working Paper Series. 
- 
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VI I I. REVIEW GUIDELINES 
1 . INTRODUCT ION 
The following notes are presented with the objective being 
to make the reviewing process a more effective and uniform 
effort. These guidelines are also intended to formally state the 
procedure which reviewers should follow. Included in these 
guidelines are reviewing hints, tasks to be performed and MLJLTICS 
pathnames for needed documents. 
2. REVIEW PHILOSOPHY 
I t  is hoped that the review process will result in a fair 
and critical evaluation of all papers involved. The success of 
the r e v i e w  phase i s  e s s e n t i a l  in order that a q u a l i t y  product m a y  
result. Standards have been set and will be enforced with the 
idea that the individual papers must eventually stand side by 
side. B e -  conscientious and honest in your reviewwork. Don’t 
shy away frommaking suggestions, but remember to be tactful. 
Criticize the paper not the author. R e v i e w w i t h  a critical eye 
and an open mind. Let’s see if w e  can respond to this task in a 
professional way. 
REVIEW GUIDELINES 
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3 .  REVIMNG E N V I R O ~  ALGORITHM 
( 1 )  Find a location with a peaceful atmosphere. 
(2) Allocate enough time to complete the reviewing task at 
one sitting. 
( 3 )  Make all comments at the time of review. 
4 .  FEEDBACK 
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